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Introduction  by  Mayor  Art  Agnos: 


Small  business  is  the  strength  of  San  Francisco's  economic  life. 
It  is  a  major  employer,  a  source  of  dynamic  growth,  and  a  symbol 
of  the  city's  entrepreneurial  daring. 

In  recognition  of  the  importance  of  small  business  in  the  city's 
economy,  my  Office  of  Business  and  Economic  Development 
(MOBED),  the  Small  Business  Advisory  Commission  (SBAC) 
and  Pacific  Bell  Directory  have  cooperated  in  producing  this 
second-edition  guide  to  starting  and  nurturing  a  business  in  San 
Francisco. 

The  Mayor's  Office  of  Business  and  Economic  Development  was  established  to  help 
you,  the  small  business  owner,  in  your  dealings  with  City  and  County  government.  The 
staff  of  MOBED  ease  the  difficulties  in  opening  a  small  business.  They  also  assist  in 
processing  applications  for  special  loan  or  grant  programs  and  in  navigating  the  maze  of 
government  regulations.  MOBED  is  an  information  service  for  people  wanting  to  learn 
about  international  trade,  other  economic  organizations,  real  estate  markets,  or  business 
in  general. 

And  because  the  City  of  San  Francisco  believes  in  the  future  of  small  business,  a  Small 
Business  Advisory  Commission  has  been  established  to  promote  small  business.  Acting 
as  a  link  to  policymakers,  SBAC  is  an  advocate  for  small  businesses.  It  seeks  to  improve 
communication  and  understanding  between  government  and  local  businesses. 

The  small  business  community  contributes  more  than  just  jobs  to  the  city.  You  live 
here  and  are  active  in  all  areas  of  community  life.  Your  history  and  industry  have  shaped 
our  reputation  as  a  center  for  innovation.  Through  your  business,  cultural  and  family  ties, 
you  are  our  link  to  international  communities. 

In  this  guide,  you  will  find  answers  to  questions  on  topics  such  as  fictitious  business 
names,  zoning,  licenses  and  taxes.  Originally  designed  for  new  businesses,  this  guide  has 
also  proven  useful  for  established  businesses  wishing  to  expand  or  seeking  specialized  in- 
formation. 

I'd  especially  like  to  take  this  opportunity  to  thank  Pacific  Bell  Directory  for  its  coop- 
eration. In  this  time  of  severe  budget  limitations,  projects  such  as  this  represent  the  kind 
of  public-private  partnerships  that  are  critical  to  providing  effective  public  services. 
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How  to  use  this  book 


Starting  or  expanding  your  business  is  an 
exciting  undertaking,  and  the  last  thing 
you  want  to  worry  about  is  fulfilling  gov- 
ernment requirements.  This  booklet  was 
designed  to  help  you  through  the  "maze" 
of  government  rules  and  regulations 
involving  business  establishments. 
Because  you  want  to  begin  doing  business 
without  delay,  there  is  a  very  strong 
tendency  to  ignore  or  gloss  over  govern- 
ment requirements.  Do  not  give  in  to  such 
a  tendency:  It  almost  always  creates 
problems  that  can  become  very  costly  to 
your  business. 

You  will  find  that  dealing  with  govern- 
ment agencies  in  San  Francisco  does  not 
have  to  be  a  stressful  experience.  We 
want  to  put  you  on  the  right  track  -  to  the 
right  city  offices,  organizations  and 
services  -  to  help  you  start  or  expand  your 
business.  That's  why  we've  published 
this  book. 

You  will  find  factual,  up-to-date  and 
easy-to-understand  answers  important  to 
your  doing  business  in  San  Francisco.  In 


Sections  I,  II,  and  III,  we  take  you  through 
the  processes  of  local  business  registra- 
tion, licenses  and  permits.  We  then  offer 
you  a  basic  guide  to  state  and  federal  tax, 
license  and  other  requirements. 

A  map  on  page  14  shows  the  location  of 
key  governmental  offices  you'll  be 
contacting. 

Section  IV  is  a  brief  description  of  our 
offices:  the  Mayor's  Office  of  Business 
and  Economic  Development  (MOBED) 
and  the  Mayor's  Small  Business  Advisory 
Commission  (SBAC).  We  realize  that 
each  business  has  its  own  unique  prob- 
lems. After  you  read  through  the  ex- 
amples given  in  this  section,  you'll  have  a 
good  idea  of  how  we  can  help. 

Section  V  has  a  checklist.  Keep  it  to 
help  you  track  things  to  do.  While 
requirements  may  vary  from  one  business 
to  another,  we  believe  it's  a  useful  tool. 
And  when  you  plan  to  expand,  this 
checklist  will  again  come  in  handy. 

Finally,  in  Section  VI,  we  offer  a  re- 
source directory.  It  lists  governmental, 
non-profit  and  other  organizations  that 
provide  technical  help  and  services  to 
small  businesses. 
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I.  Local  Requirements 


V 


Local  Requirements 

When  starting  a  business,  your  first 

priority  is  to  check  to  see  if  anyone  else  is 
using  the  name  you  propose  for  your 
business.  If  your  choice  is  available,  you 
must  register  it  to  ensure  that  it  becomes 
legally  yours. 

Next,  be  sure  to  investigate  city  taxes 
and  zoning  matters  -  all  handled  in  the 
City  Hall  area,  as  shown  in  the  map  on 
Page  14. 
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Fictitious  Business  Name  Registrations 


Place  to  File  and  Register 

County  Clerk 
City  Hall 
Room  317 

Tel:    (415)  554-414^ 
Hours:    8  a.m.  -  4:30  p.m. 


What  to  do,  who  files: 

You  have  to  file  a  statement  if,  for 
example,  you  call  your  business  "John 
Smith  Studios,"  or  "John  Smith,  C.P.A." 
That's  called  a  Fictitious  Business  Name. 

You  don't  have  to  register  if  you  use 
your  full  name  as  your  business,  such  as 
"John  Smith."  You  do  have  to  register  if 
you  include  words  such  as  "Company," 
"&  Company,"  "and  Associates"  in  your 
business  name.  If  you  are  merely  describ- 
ing the  business  being  conducted,  you  do 
not  need  to  register  (i.e.  John  Smith 
Photography). 

First  step: 

At  the  County  Clerk's  Office,  search  the 
Fictitious  Business  Name  Indices  listed  on 
microfilm  and  covering  the  previous  five 
years.  Make  sure  that  no  one  else  has 
registered  your  intended  business  name. 

Next: 

Fill  out  the  statement  form  and  submit  it 
to  the  County  Clerk's  office. 

Finally: 

Publish  your  Fictitious  Business  Name 
Statement  in  a  newspaper  within  30  days 
after  filing  the  statement.  The  statement 
form  tells  you  the  rules  for  publication, 
including  which  newspapers  you  can  use. 

Why  you  should  file: 

Your  competition  could  use  your  name  if 
you  don't  register  it.  Or,  someone  who 
has  registered  the  name  before  may  sue 
you. 
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Business  Tax 


Place  to  Register 

Tax  Collector 
Business  Taxes  Division 
City  Hall 
Room  107 

Tel:    (415)  554-4426 
Hours:    8  a.m.  -  4:30  p.m. 


What  to  do,  who  registers: 

Initially,  before  you  open  your  business  to 
the  public,  you  must  register  with  the  Tax 
Collector.  The  registration  fee  is  $200 
annually. 

When  you  register,  the  Tax  Collector 
will  check  the  City  and  County  records  to 
see  if  you  owe  any  business,  payroll,  or 
other  unsecured  taxes  or  license  fees.  If 
not,  you  will  receive  a  Business  Tax 
Registration  Certificate. 

Every  year  thereafter,  every  business, 
sole  proprietor,  partnership  or  corporation 
operating  in  the  City  or  County  of  San 
Francisco  must  continue  to  register. 

This  requirement  to  register  and  pay  an 
annual  fee  became  effective  in  September 
1988.  Be  sure  to  check  with  the  Business 
Taxes  Division  to  see  how  you  may  be 
affected  under  the  rules  for  new  and  exist- 
ing registrations. 

You  are  required  to  file  an  annual  tax 
statement,  whether  or  not  you  owe  local 
business  taxes.  It's  up  to  you  to  file;  the 
Tax  Collector  will  not  send  you  any 
reminder  or  blank  form  to  complete. 

Every  business  owner  must: 

Prominently  post  the  Business  Registra- 
tion Certificate  where  the  public  can  see  it 
at  your  place  of  business. 

Why  you  should  comply: 

What  if  you  don't  pay  taxes  or  fees  on 
time?  What  if  your  Business  Registration 
Certificate  isn't  displayed  where  the 
public  can  see  it?  If  the  Tax  Collector's 
investigators  review  your  business  and 
discover  that  you  owe  taxes  or  fees  to  the 
City  and  County,  you'll  be  assessed  and 
charged  for  back  taxes  and  fees. 

Also,  if  you're  not  current  on  your  city 
taxes,  a  lending  institution  might  turn 
down  your  application  for  a  business  loan. 
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Zoning 


Place  to  Inquire 

Zoning  Counter 
Department  of  City  Planning 
450  McAllister 
5th  Floor 

Tel:    (415)  558-6377 
Hours:    10  a.m.  - 12  noon 
1  p.m.  -  5  p.m. 


What  to  do,  who  inquires: 

Before  finalizing  your  business  location, 
be  sure  to  check  with  the  Zoning  Counter 
to  determine  whether  you're  allowed  to 
carry  out  business  there.  This  applies 
even  if  you  plan  to  do  business  out  of  your 
home. 

If  you  have  a  specific  address  in  mind, 
or  just  a  general  neighborhood  location, 
the  zoning  staff  will  be  able  to  tell  you 
whether  your  type  of  business  will  be 
permitted  there. 

Why  you  should  comply: 

If  you  tie  yourself  to  a  space  you  can't  use 
under  the  zoning  regulations,  you  can  lose 
your  rent  deposit  and  any  improvements 
you  may  have  made. 

Your  neighbors  and  other  businesses  in 
or  near  your  location  may  complain,  and 
you  could  be  forced  to  leave.  A  City 
inspector  could  determine  that  you're 
operating  a  business  illegally  and  force 
you  to  close. 
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LICENSES 


Place  for  Licenses 

License  Division 
Tax  Collector 
City  Hall 
Room  107 

Tel:    (415)  554-4467 
(415)  554-6203 
Hours:    8  a.m.  -  4:45  p.m. 


What  to  do,  who  applies: 

Visit  the  License  Division  before  you 
begin  operating  your  business. 

The  License  Division  will  identify 
whether  your  type  of  business  needs  a 
City  license  or  permit.  Most  businesses 
will  require  a  City  license.  In  addition, 
some  will  also  require  State  licenses  (See 
Section  II,  Page  1 8)  but  check  with  the 
License  Division  first. 

Various  city  departments  administer 
regulations  dealing  with  specific  busi- 
nesses. Once  you  determine  which 
licenses  or  permits  are  required  for  your 
business,  check  with  the  appropriate 
department  for  its  application  procedures 
and  requirements. 

Sometimes  a  business  has  to  pass  a 
number  of  inspections  in  order  to  receive 
a  license  or  a  permit  to  operate. 

Fees  vary,  depending  on  the  type  of 
business  and  its  licensing  requirements. 

Examples  of  businesses  administered  by 
specific  city  departments  include: 

For  food  service  and  laundry  businesses: 
First,  telephone  the  DEPARTMENT 
OF  PUBLIC  HEALTH  at  (415) 
554-2770,  101  Grove  St.,  Room 
217.  They  will  refer  you  to  the  District 
Health  Center  closest  to  y  our  business 
location. 

For  taxi  cabs,  tour  guides,  street  vendors, 
massage  parlors,  dance  halls,  places  of 
entertainment: 

Visit  the  POLICE  DEPARTMENT, 
850  Bryant  Street,  Room  458,  or 
call  (415)  553-1115. 
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For  gas  stations: 

Visit  the  FIRE  DEPARTMENT, 
260  Golden  Gate  Avenue,  Room 
327  or  call  (415)  861-8000,  Ext. 
310. 

For  apartment  houses,  hotels: 
Visit  the  DEPARTMENT  OF 
PUBLIC  WORKS,  450  McAllister 
Street,  or  call  (415)  558-6220. 

Why  you  should  comply: 

If  you're  found  operating  a  business 
without  a  license,  you  can  be  charged  a 
penalty  or  forced  to  close  entirely. 


PERMITS  Building  and  Alteration 


Place  to  Apply 

Bureau  of  Building  Inspection 
Department  of  Public  Works 
450  McAllister  St. 
Room  103 

Tel:    (415)  558-6088 
Hours:  Monday-Friday 
8  a.m.  -  5  p.m. 


What  to  do,  who  applies: 

If  modifying  or  improving  the  physical 
space  your  business  occupies,  you  must 
apply  for  a  building  or  alteration  permit. 

Fees  vary,  depending  on  the  type  and 
size  of  construction. 

Generally,  you  can  get  a  permit 
immediately  for  minor  alterations  such  as 
roofing,  windows  or  garage  doors. 

For  more  complicated  work,  such  as 
moving  walls  or  extensive  remodeling, 
you  have  to  submit  detailed  drawings  with 
your  application  signed  by  a  professional 
architect  or  engineer. 

Your  application  is  then  reviewed  by 
the  Bureau  of  Building  Inspection  and 
other  appropriate  departments  such  as 
City  Planning,  Health,  and  Fire.  If 
approved,  a  permit  is  then  issued. 

Why  you  should  comply: 

You  could  be  penalized  and  forced  to 
undo  construction  if  you  do  not  obtain  a 
permit  beforehand. 

Allow  sufficient  time  for  permit  pro- 
cessing and  construction  before  schedul- 
ing your  business  opening. 
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Map  of  City  Hall  Area 


EDDY 


City  Hall 

a.  County  Clerk,  Room  3 1 7 

b.  Tax  Collector,  Room  107 

Mayor's  Office  of  Business 
&  Economic  Development 
100  Larkin  Street 


Small  Business  Advisory 
Commission 

100  Larkin  Street 

4.  450  McAllister  St. 

a.  Zoning  Counter,  5th  Floor 

b.  Bureau  of  Building 
Inspection 

c.  Central  Permit 

5.  Federal  Building 
450  Golden  Gate 
IRS 

6.  Department  of  Public  Health 

101  Grove  St. 
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II.  State  Requirements 


■ 


T 


Seller's  Permit 


Place  to  Inquire 

State  Board  of  Equalization 
50  Fremont  Street 
Suite  1400 

Tel:    (415)  396-9800 
Hours:    8  a.m.  -  5  p.m. 


What  to  do,  who  does  it: 

If  you  intend  to  sell  or  lease  goods,  you'll 
have  to  get  a  Seller's  Permit,  which  is  also 
called  a  "resale  number,"  before  you  open 
your  business. 

Call  or  see  the  State  Board  of  Equaliza- 
tion at  the  above  address  to  determine: 

—  if  your  business  needs  a  Seller's 
Permit,  and  if  so, 

—  what  kind  of  information  you'll  need  to 
give  to  the  Board 

You  should: 

1 .  prepare  at  least  a  preliminary  business 
plan  before  contacting  the  board; 

2.  have  a  proposed  location  and  starting 
date  in  mind  for  your  business; 

3.  have  a  personal  financial  statement. 


When  you  apply  for  a  permit: 

Bring  general  information  about  your 
business  including  name/address  of  your 
accountant;  estimated  business  expenses; 
and  an  estimate  of  your  taxable  and 
nontaxable  sales.  If  you  purchased  an 
existing  business,  you  will  need  the  name 
and  permit  number  of  the  former  owner 
and  information  from  the  purchase 
agreement.  Also  bring  your  driver's 
license  number  and  social  security 
number. 

There  is  no  fee  for  a  Seller's  Permit,  but 
you  may  be  required  to  post  a  security 
deposit  to  ensure  payment  of  the  Sales 
Tax. 

Tax  return  forms  will  be  sent  to  you. 
File  them  as  the  Board  of  Equalization 
directs. 

The  Board  will  automatically  register 
you  with  the  Employment  Development 
Department  (EDD)  if  you  have  employees 
and  have  not  previously  registered  with 
EDD. 

The  Board  will  also  provide  you  with 
publications  explaining  how  the  sales  tax 
laws  apply  to  your  particular  type  of 
business.  In  addition,  the  Board  conducts 
a  sales  tax  class  for  business  owners.  The 
class  topics  include  the  basic  applications 
of  the  sales  tax  law  as  well  as  how  to  pre- 
pare a  sales  tax  return. 

Why  you  should  comply: 

It  is  a  misdemeanor  to  engage  in  business 
as  a  seller  without  a  Seller's  Permit.  If  the 
Board  discovers  you  are  operating  without 
a  Permit,  you  will  pay  a  penalty  as  well  as 
any  back  taxes  owed.  You  may  also  find 
it  difficult  to  obtain  bank  financing 
because  many  banks  ask  for  verification 
that  you  are  current  on  your  taxes. 
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Licenses 


Place  to  Contact 

California  Department 
of  Commerce 
Office  of  Small  Business 
1121  L  St.,  Suite  600 
Sacramento,  CA  95814 
Tel:    (916)  445-6545 
Hours:    9  a.m.  -  5  p.m. 


What  to  do,  who  does  it: 

Many  businesses  don't  require  a  state 
license.  To  determine  whether  you  need 
one  or  not,  call  or  visit  the  above  office. 

If  you  find  out  you  do  need  a  state 
license,  there  are  over  40  bureaus  that 
handle  licensing  for  specific  types  of 
businesses.  Telephone  numbers  of  the 
various  bureaus  should  be  listed  in  the 
white  pages  of  the  telephone  book  under 
State  Government  Offices. 

Contact  the  bureau  in  charge  of  licens- 
ing your  type  of  business,  and  ask  that  an 
application  be  sent.  Fees  vary  from  $40  to 
$100. 

A  written  or  oral  examination  is 
required  for  some  professions  before  a 
license  can  be  issued.  Some  licenses  have 
educational  or  experience  requirements. 


Why  you  should  comply: 

If  a  complaint  is  received  about  your 
business,  the  local  district  attorney  or 
State  Attorney  General's  Office  will 
investigate.  If  it's  found  that  your 
business  is  not  licensed  and  should  be, 
you'll  be  in  violation  of  the  law.  You'll 
be  fined  and  possibly  prosecuted. 
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Workers5  Compensation  Insurance 


Place  to  Inquire 

California  Industrial 
Relations  Department 
525  Golden  Gate  Ave. 
Room  203 

Tel:  (415)557-4070 
Hours:    8  a.m.  -  5  p.m. 


What  to  do,  who  does  it: 

All  employers  are  required  to  carry 
Workers'  Compensation  Insurance.  It 
covers  your  employee(s)  for  work-related 
injuries.  To  get  an  insurance  policy,  go  to 
any  insurance  company  that  issues  Work- 
ers' Compensation  Insurance  or  to  the 
State  Compensation  Insurance  Fund  at 
1275  Market  St.,  Room  239,  Tel:  (415) 
565-1344. 

Why  you  should  comply: 

If  an  employee  is  hurt  on  the  job,  or  gets  a 
work-related  injury  and  files  a  claim  with 
the  State,  you're  responsible  for  all  costs 
associated  with  that  claim.  Also,  if  you  do 
not  carry  Workers'  Compensation 
Insurance,  the  California  Labor  Commis- 
sion can  charge  you  a  penalty  or  even 
close  your  business. 
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Withholding,  Insurance,  Taxes 


Place  to  Inquire 

Employment  Development 
Department 
745  Franklin  St. 
Room  302 

Tel:    (415)  557-1898 
Hours:    8  a.m.  -  5  p.m. 


What  to  do,  who  does  it: 

There  are  specific  State  requirements  for 
taxes  and  insurance  regarding  an  em- 
ployee. As  an  employer,  you  must 
comply  with  the  requirements. 

Register  with  the  Employment  Devel- 
opment Department  (EDD)  within  15  days 
after  paying  more  than  $100  in  wages  per 
calendar  quarter  to  an  employee. 

EDD's  tax  branch  is  responsible  for  the 
collection  of  four  employment-related 
taxes:  unemployment  insurance,  disabil- 
ity insurance,  employment  training,  and 
state  personal  income  tax  withholding. 

According  to  the  U.S.  Internal  Revenue 
Service,  an  employee  is:  "Anyone  who 
performs  services  that  can  be  controlled 
by  an  employer."  This  means  that  if 
you're  a  "home  worker"  such  as  a  maid  or 
cook  you're  an  employee.  If  you're  in 
business  for  yourself,  you're  not  an 
employee. 

The  following  requirements  apply  only 
if  you  hire  employees: 

Withholding  State  Disability  Insur- 
ance: Covers  employees  for  nonoccupa- 
tional illness  and/or  injury. 

Withholding  State  Personal  Income 
Tax:  Based  on  the  number  of  deductions 
your  employee  requests  on  IRS  Form 
W-4.  You  need  to  withhold  a  portion  of 
the  employee's  wages  and  send  these 
funds  to  the  State  on  a  quarterly  basis. 

State  Unemployment  Insurance: 
Covers  employees  for  periods  of  unem- 
ployment which  are  not  their  fault,  such  as 
business  slowdown  or  seasonality.  Your 
employer  tax  rate  depends  upon  your 
business'  previous  employment  history. 
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Employment  Training  Tax:  A  contri- 
bution is  taken  from  your  tax  to  support  a 
unique  job  training  program  that  matches 
the  needs  of  employers  for  skilled  workers 
with  the  needs  of  workers  for  good  jobs. 

Note:  If  you've  already  applied  to  the 
State  Board  of  Equalization  for  a  State 
Sales  Tax  Permit,  that  agency  can  assist 
you  in  filing  for  an  employer  account 
number.  (See  Page  17). 

Why  you  should  comply: 

If  it  is  discovered  that  you  don't  withhold 
State  Disability  Insurance  and  State  Per- 
sonal Income  Tax  from  your  employee(s) 
paychecks,  you'll  be  responsible  for 
paying  these  costs  yourself,  along  with 
penalties  and  charges  for  late  payments. 


III.  Federal  Requirements 


Taxes 


Place  to  Inquire 

U.S.  Internal  Revenue  Service 

Federal  Building 

450  Golden  Gate  Avenue 

Main  Floor 

Tel:    (415)  839-1040 

Hours:    8  a.m.  -  4:30  p.m. 

Monday  through  Friday 

Phone  line:  7  a.m.  -  7  p.m. 


What  to  do,  who  does  it: 

All  businesses  are  required  to  file  tax 
returns.  Also,  you  may  have  to  report 
certain  business  information  to  the 
Internal  Revenue  Service  (IRS),  and  in 
some  cases  withhold  employee  taxes. 

Contact  the  IRS  for  information  and  in- 
structions. The  IRS  has  publications  that 
describe  general  requirements  and  give 
help  in  developing  a  system  for  ongoing 
tax  reporting.  Publications  for  small 
business  include: 

Publication  334  -  Tax  Guide  for  Small 

Business 

Publication  583  -  Information  for  Busi- 
ness Taxpayers 

Publication  552  -  Recordkeeping  for 
Individuals  and  a  List  of  Tax 
Publications 

Publication  509  -  Tax  Calendar 

Taxpayer  Identification 
Number: 

You'll  need  to  obtain  a  Taxpayer  Identifi- 
cation Number  (TIN).  It  can  be  either 
your  Social  Security  Number  (SSN)  or 
your  Employer  Identification  Number 
(EIN).  Most  small  businesses  need  an 
EIN  even  if  they  don't  have  employees. 
Publication  583  gives  information  on  an 
EIN  and  how  to  apply  for  it  with  the  IRS. 

Federal  Business  Income  Tax: 

Every  type  of  business  has  to  file  business 
income  tax. 

—  Corporations  pay  tax  separate  from 
shareowners. 

—  Sole  proprietorship,  General  Partner- 
ship, and  Subchapter  S  Corporations 
are  taxed  as  an  individual. 

Check  with  the  IRS  about  the  tax  forms 
you  should  fill  out. 
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Self-Employment  Tax: 

Everyone  is  responsible  for  paying  Social 
Security  Tax.  If  you're  self-employed, 
your  Social  Security  contribution  is  made 
through  the  self-employment  tax. 

Check  with  the  IRS  to  determine  which 
tax  forms  you  should  use  for  your 
particular  type  of  business. 

Excise  Tax: 

You  may  have  to  pay  excise  taxes  if  you 
produce  or  sell  certain  products,  such  as 
chemicals,  alcoholic  beverages,  tobacco, 
guns,  etc.  Check  with  the  IRS  if  you're 
affected,  and  find  out  which  tax  forms  you 
should  use. 

Taxes  for  Employers: 

If  you  have  employees,  it  is  necesary  to: 

—  Withhold  income  tax  from  each  em- 
ployee's paycheck; 

—  Withhold  Social  Security  tax  (known 
as  FICA,  which  stands  for  Federal 
Insurance  Contributions  Act); 

—  Be  liable  for  an  employer's  portion  of 
Social  Security  taxes,  in  addition  to  the 
tax  withheld  from  each  employee; 

—  Pay  Federal  Unemployment  tax 
(FUTA)  under  certain  circumstances. 

For  full  information  on  all  of  the  above, 
see  or  call  the  IRS  for  appropriate 
publications  and  tax  forms. 

Why  you  should  comply: 

Consequences  for  not  reporting  or  paying 
taxes  vary.  At  the  very  least,  you  may  get 
audited  and/or  assessed  penalties.  The 
IRS  can  close  your  business  and  attach 
your  assets. 

Getting  bank  loans  will  prove  difficult 
as  loan  applications  require  tax  returns. 
Underestimating  your  tax  and  income  is 
also  not  advisable,  as  the  bank  to  which 
you  apply  may  think  you  don't  have 
enough  money  to  repay  the  loan. 


Small  Business  Tax  Workshops 

The  Internal  Revenue  Service  sponsors 
workshops  to  educate  people  involved  in 
small  businesses  about  their  rights  and 
responsiblities  as  business  taxpayers. 
These  workshops  are  free  and  are  held 
once  a  month  at  the  Federal  Building. 
You  can  call  (415)  839-1040  to  sign  up. 

In  addition,  several  community  colleges 
co-sponsor  these  workshops  using 
materials  provided  by  the  IRS.  Contact 
your  local  community  college  for  more 
information. 

Topics  covered  include: 

—  the  tax  advantages  and  disadvantages 
of  various  forms  of  business  organiza- 
tions. 

—  what  records  to  keep  and  how  to  keep 
them. 

—  how  to  use  Federal  Tax  Deposit 
Coupons  and  how  to  fill  out  other  tax 
forms. 

—  the  role  of  the  IRS  and  what  it  can  do 
for  you. 

—  what  help  is  available  and  how  to  get 
it. 

The  IRS  offers  other  community  services 
also.  They  will  send  you  Publication  15, 
Circular  E,  Employer's  Tax  Guide  and 
some  of  the  forms  you  will  be  required  to 
file  when  you  apply  for  your  employer 
identification  number.  Answers  to  your 
tax  questions  are  only  a  phone  call  away, 
(800)  424-1040,  Monday  through  Friday. 
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IV.  Mayor's  Office  of  Business 
and  Economic  Development 


MOBED  and  SB  AC 

Mayor  s  Office  of  Business  and  Economic  Development 
Small  Business  Advisory  Commission 


Mobed's  aims  are  to  foster  and 
promote  San  Francisco's  economic 
vitality  and  to  respond  to  the  business 
community's  needs.  The  Small  Business 
Advisory  Commission  (SBAC)  works 
directly  with  small  businesses  to  promote 
their  needs  and  assist  them  with  start  ups 
or  expansion.  We  help  in  both  local  and 
international  areas.  Locally,  we  provide: 

•  information  on  the  City's  regulatory 
processes  and  other  requirements 

•  business  expansion  loans 

•  assistance  in  expediting  permits 

•  marketing  information 

•  referrals  to  other  organizations  and 
services 

•  seminars  and  workshops 

Internationally,  we  foster  trade  contacts 
and  provide  information  on  regulatory  and 
protocol  requirements. 

We  recognize  that  businesses  have 
individual  and  sometimes  unusual  needs 


which  may  require  unique  solutions. 
Many  businesses  have  come  to  us  for 
help.  We  have  been  able  to  tailor  solu- 
tions to  their  particular  problems. 

After  you  read  the  examples  of  our  help 
given  below,  you  will  see  how  we  at 
MOBED  and  SBAC  can  assist  you. 
Come  talk  to  us.  We'll  give  you  special- 
ized help  and  advice. 

No  one  on  our  staff  will  say,  "We  can't 
help  you."  If  we  don't  know  the  answer, 
we'll  find  one  for  you.  If  we  don't  have 
the  service  or  resource  you  need,  we'll  tell 
you  where  to  go  to  find  it.  If  what  you 
ask  can't  be  done,  we'll  tell  you  why, 
straight  out,  and  suggest  alternatives. 

In  fact,  if  you  have  a  business-related 
problem  of  any  sort,  and  you've  been 
frustrated  in  your  attempt  to  get  it  re- 
solved, or  you  don't  know  whom  to  ask, 
call  us  at  (415)  554-8930.  Here,  in  brief, 
are  examples  of  the  type  of  help  we 
provide: 
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RETAIL  CHILDREN'S 
CLOTHING  STORE 


Problem: 

Neighborhood  objections! construction 
deadlines. 

This  store  targeted  its  opening  for  a 
holiday  shopping  season.  It  had  acquired 
space  and  applied  for  building  and  other 
permits,  but  didn't  realize  the  desirability 
of  contacting  the  area's  merchants 
association  or  residents.  When  construc- 
tion began,  objections  arose.  Neighboring 
businesses'  and  residents'  concerns  held 
up  the  final  approvals  of  building  and 
street  construction  permits.  The  store's 
opening  date  appeared  to  be  unrealistic. 
The  store  turned  to  MOBED  for  advice 
and  help. 

How  MOBED  helped: 


1 .  As  a  liaison  group,  MOBED  inititated 
talks  between  the  store's  executives 
and  the  merchants  association  aimed 
at  creating  mutual  understanding  and 
cooperation.  The  talks  brought  the  two 
sides  together  and  got  the  store  to  par- 
ticipate in  the  association's  activities. 

2.  As  intermediary,  MOBED  facilitated 
meetings  between  the  store  and  area 
residents  to  iron  out  problems.  Com- 
munication developed;  compromise 
solutions  were  worked  out. 

3.  As  ombudsman,  MOBED  brought 
together  the  City  departments  and  the 
store.  MOB  ED 's  coordination  helped 
to  expedite  approvals  of  building 
permits,  the  scheduling  of  street  work 
outside  the  store,  and  inspections. 

Result: 

The  store  opened  on  time. 
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BUSINESS  SERVICE 
COMPANY  WITH  140 
EMPLOYEES 


Problem: 

The  company  needed  a  parking  variance 
before  moving  to  its  new  location. 

After  securing  a  new  site,  the  company 
requested  a  parking  variance  in  order  to 
comply  with  parking  requirements  for  the 
site.  Months  went  by  with  no  action  on 
the  request.  The  company  called  MOB  ED 
and  explained  its  predicament.  In  order  to 
meet  the  timetable  for  moving  out  of  its 
existing  location,  it  needed  an  answer  on 
the  parking  variance  request.  Otherwise, 
the  company  would  have  to  move  out  of 
San  Francisco. 

How  MOBED  helped: 

1 .  As  ombudsman,  MOBED  facilitated 
meetings  between  the  company  and 
City  departments. 

2.  Fast-tracked  issuance  of  approvals. 

Results: 

The  variance  was  issued,  and  the  company 
moved  into  its  new  site  on  time. 
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AUTO  REPAIR  SERVICE 
SHOP 


Problem: 

Need  for  additional  financing. 

A  female-owned  firm  with  five  employees 
moving  to  a  new  location  wanted  to 
expand  its  services.  It  asked  MOBED  for 
help  in  getting  financing  assistance. 

How  MOBED  helped: 

1 .  Loaned  $34,000  at  below  market  rates 
from  the  City's  Small  Business  Loan 
Fund.  This  enabled  the  company  to 
expand  its  services  in  the  Bay  Area  to 
include  in-house  tire  repair  services. 

2.  Facilitated  the  firm's  meetings  with 
Pacific  Gas  and  Electric  Company  to 
provide  utility  service  required  by  the 
new  business. 

Result: 

The  company  has  expanded  its  services 
and  plans  to  hire  more  employees. 
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Checklist 


The  following  checklist  is  designed  to 
serve  as  a  quick  step-by-step  guide  for 
tracking  your  progress  through  the 
regulatory  process.  Unstarred  items  may 
not  be  required. 


Steps  Date  Completed 


*  Consult  with  attorney  to  draw  up  legal 
agreements  after  deciding  whether  to 
operate  as  a  sole  proprietorship,  partner- 
ship, or  corporation. 

File  incorporation  papers,  articles  of 
incorporation,  with  the  California  Sec- 
retary of  State,  Corporate  Filing 
Division. 


Register  with  the  Tax  Collector,  Busi- 
ness Tax  Division  for  Business  Tax 
Registration  Certificate. 

*  Check  with  the  City  and  State  License 
Division  to  see  if  I  need  a  license  or 
permit. 

Obtain  license/permit  if  required. 


Visit  Zoning  Counter,  Department  of 
City  Planning  to  find  out  if  I  can  legally 
operate  at  my  intended  location. 

Negotiate  and  execute  lease. 

Apply  for  building  and/or  alteration 
permits  if  making  building 
improvements. 


*  Check  with  the  State  Board  of  Equaliza- 
tion to  see  if  I  need  a  Seller's  Permit. 


Steps 


Date  Completed 


Obtain  Seller's  Permit,  if  required. 

If  I  don't  need  a  Seller's  permit,  but  I  have 
paid  more  than  $100  in  wages  this  calen- 
dar quarter,  register  with  the  Employment 
Development  Department. 

*  Apply  for  Taxpayer's  Identification 
number  from  the  IRS  and  check  to 
determine  which  tax  forms  I'll  need. 

If  I  have  employees,  obtain  Workers' 
Compensation  Insurance. 

*  Arrange  for  start  of  utility  and  other 

services: 

Telephone 
Water 

Gas  &  Electricity 
Garbage  Collection 
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VI.  Resource  Directory 
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Resource  Directory 


As  you  go  about  starting  your  business, 
you'll  find  in  this  section  the  names, 
addresses  and  phone  numbers  of  key  or- 
ganizations and  services  you  may  need  to 
contact. 

Business  Support 
Organizations 

Where  to  Get  Information, 
Help,  Advice 

Government 

Mayor's  Office  of  Business  and  Economic 

Development  (MOBED) 

100  Larkin  Street 

San  Francisco,  CA  94102 

Tel:  (415)  554-8930 

See  Section  IV,  Page  29. 

Small  Business  Advisory  Commission 
(SBAC) 

100  Larkin  Street 
San  Francisco,  CA  94102 
Tel:  (415)  554-8941 
See  Section  IV,  Page  29. 

California  State  Business 
Transportation  and  Housing  Agency 
California  Small  Business  Advocate 
1 120  N  Street,  Suite  2101 
Sacramento,  CA  95814 
Tel:  (916)  327-0608 
Small  Business  Advocate  Hotline: 
Tel:  (916)  327-4357 

Responds  to  complaints  and  questions 
regarding  small  business  concerns. 
Sponsors,  advocates  and  informs  on 
legislation  concerning  small  business. 
Makes  referrals  to  the  public  and  private 
sectors  as  appropriate. 

U.S.  Small  Business  Administration 
San  Francisco  District  Office 
21 1  Main  Street,  4th  Floor 
San  Francisco,  CA  94105 


Tel:  (415)  744-6820 

Provides  general  and  import! export 
information,  financing  programs,  SCORE 
programs  (see  below),  seminars  and 
workshops,  and  publications  (see  Infor- 
mation Sources  in  this  Section  VI). 

Service  Corps  of  Retired  Executives 
(SCORE) 

211  Main  Street,  4th  Floor 
San  Francisco,  CA  94105 
Tel:  (415)  744-6827 

Consists  of  retired  business  executives 
who  volunteer  their  services  to  help  small 
businesses.  SCORE  provides  free 
counseling  in  business  management, 
finance,  accounting,  record-keeping, 
taxes,  marketing,  sales  promotion  and  ad- 
vertising. It  also  covers  special  areas  of 
retailing,  manufacturing,  sales  and 
service  businesses,  and  sponsors  seminars 
and  workshops 

Non-Profit  Organizations 

Listed  on  the  following  page  are  non- 
profit organizations  that  receive  City 
funding.  They  provide  loan  packaging, 
management  assistance,  help  with  bidding 
on  contracts,  classes  and  seminars  and 
other  services. 

Asian  Inc. 
1670  Pine  St. 

San  Francisco,  CA  94109 
Tel:  (415)928-5910 

Mission  Economic  Development 
Association 

2601  Mission  St.  9th  Floor 
San  Francisco,  C A  94110 
Tel:  (415)  282-3334 

Urban  Economic  Development  Corp. 
1426  Fillmore  St.,  Suite  205 
San  Francisco,  CA  941 15 
Tel:  (415)  923-0105 
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Center  for  Southeast  Asian  Refugee 

Resettlement 

875  O'Farrell  St. 

San  Francisco,  CA  94109 

Tel:  (415)  885-2743 

San  Francisco/Oakland  Minority 
Business  Development  Center 
1  California  Street,  2 1  st  Floor 
San  Francisco,  CA  941 1 1 
Tel:  (415)  989-2920 

Women's  Initiative  for  Self  Employment 
(WISE) 

315  Montgomery  St.  Suite  400 
San  Francisco,  C A  94104 
Tel:  (415)953-2882 

WISE  provides  a  self-paced  training 
program  designed  to  assist  women  to 
successfully  start  or  expand  their  own 
business. 

San  Francisco  Renaissance 
The  Entrepreneurship  Center 
1453  Mission  St.,  6th  Floor 
San  Francisco,  CA  94103 
Tel:  (415)  863-5337 

Provides  classes,  seminars  and  support 
services  for  existing  businesses  and 
startups.  A  14-week  course  in  manage- 
ment, financing,  accounting  and  market- 
ing is  offered  three  times  a  year.  Net- 
working events,  a  mentor  program  and  a 
small  seed  capital  fund  are  available  for 
course  graduates. 

Chambers  of  Commerce  & 
Merchants  Associations 

Below  are  chambers  of  commerce  and 
other  business  support  organizations 
providing  general  information,  referrals, 
seminars  and  workshops,  networking  and 
publications. 

San  Francisco  Chamber  of  Commerce 
Small  Business  Department 
465  California  Street,  9th  Floor 
San  Francisco,  CA  94104 
Tel:  (415)  392-4520 
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A  non-profit  business  association  that 
provides  publications  on  commerce, 
international  trade,  legislative  representa 
tion  and  job  counseling.  Also  provides 
seminars,  workshops  and  other  opportuni 
ties  for  learning  new  business  skills  and 
making  new  business  contacts. 

Asian  Business  League 
166  Geary  St.,  Suite  804 
San  Francisco,  CA  94108 
Tel:  (415)788-4664 

Bay  Area  Career  Women 
55  New  Montgomery,  #606 
San  Francisco,  CA  94105 
Tel:  (415)495-5393 

Black  Chamber  of  Commerce 
1700  California  St.  #470 
San  Francisco,  CA  94109 
Tel:  (415)922-8720 

Chinese  Chamber  of  Commerce 
730  Sacramento  Street 
San  Francisco,  CA  94108 
Tel:  (415)982-3000 

Council  of  District  Merchants 
P.O.  Box  18037 
San  Francisco,  C A  94118 
Tel:  (415)221-8816 

Golden  Gate  Business  Association 
1550  California  St.,  Suite  1L 
San  Francisco,  CA  94109 
Tel:  (415)441-3651 

A  Bay  Area  Lesbian  and  Gay  organiza- 
tion that  provides  networking  and 
promotional  services  for  member  busi- 
nesses. 

Hispanic  Chamber  of  Commerce 
2601  Mission  Street,  Suite  803 
San  Francisco,  C A  94110 
Tel:  (415)647-0224 

Japanese  Chamber  of  Commerce  of 

Northern  California 

685  Market  Street,  Suite  820 

San  Francisco,  CA  94105 

Tel:  (415)  543-8522 


National  Assoc.  for  the  Self-Employed 
1815  D  Ygnacio  Valley  Road,  #360 
Walnut  Creek,  CA  94598 
Tel:  (415)  933-2934 

Offers  its  members  "corporate"  style 
benefits  such  as  medical 'dental/ 'disability 
insurance,  discounts  on  travel,  hotels, 
rental  cars,  business  equipment  and  other 
small  business  services  and  products. 
Also  publishes  a  bi-monthly  newsletter 
covering  topics  of  interest  to  Northern 
California  entrepreneurs. 

South  of  Market  Business  Association 
(SOMBA) 

520  Third  Street,  Suite  505 
San  Francisco,  CA  94107 
Tel:  (415)  543-1987 

Southeast  Asian  Chamber  of  Commerce 

875  O'Farrell  Street 

San  Francisco,  CA  94109 

Tel:  (415)  885-2743 

Center  for  Southeast  Asian  Refugee 

Resettlement  (CSEARR) 

875  O'Farrell 

San  Francisco,  CA  94109 

Tel:  (415)  885-2743 

Assists  Southeast  Asian  refugees 
residing  in  San  Francisco  to  start  or 
expand  their  own  businesses. 

Utilities 

Securing  New  Service  

Telephone 

Pacific  Bell 

370  3rd  Street 

San  Francisco,  CA  94107 

Tel:  (800)421-2182 

Call  an  account  executive  to  assist  you 
with  your  business  telecommunications 
needs.  Charges  will  vary  depending  upon 
the  needs  of  your  business.  Service  can 
normally  be  installed  within  24  hours. 


Water 

San  Francisco  Water  Department 
425  Mason  St. 
San  Francisco,  C A  94102 
Tel:  (415)  923-2400 

Call  or  visit  the  above  office.  If  you're 
a  new  business,  you'll  have  to  pay  a 
deposit.  The  amount  of  the  deposit  will 
vary,  depending  on  your  type  of  business, 
the  history  of  water  usage  by  a  previous 
user,  and  your  projected  amount  of  usage. 
Your  deposit  will  be  applied  to  your  bill 
when  you  end  the  service.  Give  one-day 
notice  to  cancel  service. 

Gas  and  Electricity 

Pacific  Gas  and  Electric  Co.  (PG&E) 
245  Market  Street 
San  Francisco,  CA  94106 
Customer  Service:  (415)  974-1555 
Marketing:  (415)  972-5264 

Call  or  visit  the  above  office.  Customer 
Service  will  help  you  establish  your  new 
gas  and  electric  accounts,  while  Market- 
ing offers  various  energy  service  pro- 
grams such  as  a  rebate  for  energy-efficient 
applications.  For  first-time  users,  Cus- 
tomer Service  may  request  a  deposit  of 
twice  the  estimated  monthly  bill.  If  this 
amount  is  less  than  $100,  however,  no 
deposit  will  be  required.  After  12 
consecutive  months  of  timely  payments, 
any  deposit  plus  interest  will  be  refunded. 
You  can  get  service  within  48  hours  of 
your  request,  unless  you  need  a  new 
meter.  In  that  event,  allow  at  least  one 
week  before  having  service  started. 

Garbage  Collection 

Sunset  Scavenger  Co. 
Tel:  (415)  467-2300 

Sunset  Scavenger  Co.  senices  the 
following  areas  of  San  Francisco  :  Excel- 
sior, Mission,  Twin  Peaks,  Bay  View, 
Richmond  and  Sunset. 

Golden  Gate  Disposal  Co. 
Tel:  (415)  626-4000 


41 


Golden  Gate  Disposal  Co.  services  the 
following  areas  of  San  Francisco:  Pacific 
Heights,  Fillmore,  Marina,  Chinatown, 
Telegraph  Hill,  Financial  District,  North 
of  Market,  and  Fisherman  s  Wharf. 

Call  the  company  servicing  your  business 
location.  The  type  of  your  business, 
frequency,  and  volume  of  service  you 
require  will  determine  your  billing. 
Neither  company  requires  a  deposit. 
Service  begins  immediately. 

Information  Sources 

Where  to  Get  Research  Material 

Prime  Sources 

San  Francisco  Public  Library 
Main  Library 

Larkin  and  McAllister  Streets 
San  Francisco,  C A  94102 
Tel:  (415)558-3191 

The  Main  Library  offers  a  wide  range  of 
research  materials  and  services  geared  to 
the  needs  of  business  people.  Hours  of 
operation  vary.  Call  for  information. 

Publications 

The  following  publications  offer  insights 
into  starting  and  running  your  business. 
"Small  Business  Success" 
Published  by  Pacific  Bell  Directory, 
U.S.  Small  Business  Administration 
and  SCORE. 

"New  Business  Survival  Guide" 

(1988  Edition). 

Published  by  San  Francisco 

Business  Times,  Pacific  Bell  Directory, 

SMART  Yellow  Pages™,  and  U.S.  Small 

Business  Administration. 

You  can  get  these  two  publications  by 
calling  (800)  237-4769  or  writing  to: 
Pacific  Bell  Directory 
One  Rincon  Center 
Communications  Dept.  -  CWSF 
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101  Spear  Street 

San  Francisco,  CA  94105 

The  U.S.  Small  Business  Administration 
offers  many  booklets  and  pamphlets  on 
starting  and  expanding  your  business. 
Some  publications  are  free,  and  some  are 
available  at  a  nominal  cost.  You  can  get 
them  at: 

U.S.  Small  Business  Administration 
21 1  Main  Street,  4th  Floor 
San  Francisco,  CA  94105 
Tel:  (415)774-6820 

U.S.  Government  Book  Store 
450  Golden  Gate  Ave.,  Main  Floor 
San  Francisco,  C A  94102 
Tel:  (415)  556-0642 

Bank  of  America  publishes  the  Small 
Business  Reporter  series,  which  covers  a 
variety  of  topics  on  starting  or  operating  a 
business.  The  cost  is  $5  a  booklet.  Call 
(415)  622-2491  to  obtain  a  listing  of 
available  booklets.  You  can  get  them  by 
visiting: 

Bank  of  America 
555  California  Street,  20th  Boor 
San  Francisco,  CA  94104 
or  writing  to: 

Bank  of  America  -  Dept.  3631 

P.  O.  Box  37000 

San  Francisco,  CA  94137 

Educational  Institutions 

Classes  Geared  to  Small 
Business  Needs  

San  Francisco  State  University 

Extended  Education,  Main  University 

1600  Hollo  way 

San  Francisco,  CA  94132 

Tel:  (415)  338-1373 

San  Francisco  State  University 
Extended  Education,  Downtown  Center 
814  Mission  Street,  Suite  201 
San  Francisco,  C A  94103 
Tel:  (415)  543-4250 


City  College  of  San  Francisco 
50  Phelan  Avenue 
San  Francisco,  CA94112 
Tel:  (415)  239-3008 

San  Francisco  Community  College  Center 

800  Mission  Street 

San  Francisco,  CA  94103 
Tel:  (415)  239-3660 

University  of  California  Extension  Center 

55  Laguna  Street 

San  Francisco,  C A  94102 

Tel:  (415)  642-8888 

In  addition  to  the  public  institutions 
above,  there  are  many  private  institutions 
such  as  Golden  Gate  University,  Univer- 
sity of  San  Francisco,  and  New  College 
that  offer  courses  in  the  small  business 
field.  __ 

Employment  -  Placement 
and  Training 

Finding  Qualified  Employees 

Where  do  you  find  qualified  employ- 
ees? Programs  that  will  help  train  them? 
Tax  credits  for  creating  new  jobs?  Free 
listing  and  referrals  for  your  job  open- 
ings? These  questions  may  be  answered 
by  the  organizations  below.  Mayor's 
Office  of  Business  and  Economic  Devel- 
opment (MOBED)  (See  Section  VI,  Page 
29). 

Private  Industry  Council 
1049  Market  St.  4th  Floor 
San  Francisco,  CA  94103-1634 
Tel:  (415)621-6899 

California  State  Employment 
Development  Department 

801  Turk  Street 

San  Francisco,  CA  94102-3117 
Tel:  (415)  557-3038 


Procurement 

Selling  Goods,  Services  to 
Government  Agencies 

How  can  you  sell  to  city,  state  or  federal 
agencies?  What  are  the  requirements? 
The  organizations  below  can  advise  or 
help  you  on  submitting  bids  on  contracts. 
If  your  company  has  been  located  in  San 
Francisco  for  at  least  six  months,  you  may 
qualify  for  certification  as  a  Local 
Business  Enterprise  (LBE).  Certification 
as  a  LBE  allows  you  to  claim  a  5% 
preference  when  bidding  on  any  City  and 
County  of  San  Francisco  contract  or  bid. 

If  your  firm  is  a  LBE  and  more  than 
50%  owned,  operated,  or  controlled  by 
women  or  minorities,  you  may  also 
qualify  for  certification  as  a  Minority  or 
Woman  Business  Enterprise  (MBE  or 
WBE).  Certification  as  a  MBE  or  WBE 
allows  you  to  claim  a  10%  preference  on 
any  City  contract  or  bid.  It  is  the  City's 
policy  to  encourage  the  development  of 
local  minority  and  woman-owned 
companies.  Your  firm  must  meet  the 
criteria  and  submit  an  application  to  the 
Human  Rights  Commission. 

City  and  County  of  San  Francisco 
Purchasing  Department 
City  HaU,  Room  270 
San  Francisco,  CA  94102 
Tel:  (415)  554-6743 

Provides  weekly  listing  of  upcoming 
bids  for  the  purchase  of  goods  and 
services  for  the  City  and  County. 

San  Francisco  Human  Rights  Commission 
1095  Market  St.,  Suite  501 
San  Francisco,  CA  94103 
Tel:  (415)558-4901 

Handles  the  certification  process  for 
minority,  women,  and  locally-owned 
businesses  for  preference  in  bidding  on 
City  and  County  contracts. 
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San  Francisco/Oakland  Minority 
Business  Development  Center 
1  California  Street,  2 1  st  Floor 
San  Francisco,  CA  941 1 1 
Tel:  (415)  989-2920 

Offers  bid-packaging  assistance, 
general  information  and  referrals  (See 
also  under  Business  Support  in  this 
Section  VI). 

Bay  Area  Purchasing  Council 
1970  Broadway,  Suite  710 
Oakland,  C A  94612 
Tel:  (415)763-8162 

Offers  information  and  referrals  on 
government  and  private  corporation  bid 
procedures  and  programs  for  minority 
and  women-owned  businesses. 

State  of  California 

Department  of  General  Services 
Office  of  Procurement 
P.O.  Box  942804 
Sacramento,  Ca  94204-0001 
Tel:  (916)445-5253 

Handles  applications  for  selling  goods 
to  the  state. 

Department  of  General  Services 
Office  of  Small  and  Minority  Business 
1808  14th  St.,  Suite  100 
Sacramento,  C A  95814 
Tel:  (916)322-5060 

Handles  applications  and  verifies  small 
business  status. 

United  States  Government 

General  Services  Administration  Business 

Service  Center 

525  Market  St.,  30th  Floor 

San  Francisco,  CA  94105 

Tel:  (415)744-5050 

Provides  listings,  applications  and 
general  information  on  bidding  for  federal 
contracts. 

U.S.  Small  Business  Administration 

Procurement  Center 

450  Golden  Gate  Ave.,  15th  Floor 
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San  Francisco,  C A  94102 
Tel:  (415)  556-7784 

Offers  services  and  information  on 
obtaining  federal  contracts. 

Import/Export 

Getting  Into  International  Trade 

Are  you  interested  in  the  import/export 
business?  Do  you  have  a  product  or 
service  to  bring  to  the  United  States  or  to 
sell  abroad?  The  organizations  below  can 
be  of  help.  They  can  refer  you  to  the 
appropriate  government  agencies  for 
regulations  and  other  information  you'll 
need  regarding  imports  and  exports. 

Mayor's  Office  of  Business  and  Economic 

Development 

(MOBED) 

See  Section  IV,  Page  29. 

International  Trade  Administration 
U.S.  Department  of  Commerce 
450  Golden  Gate  Ave.,  15th  Floor 
San  Francisco,  C A  94102 
Tel:  (415)744-6820 

Provides  trade  leads  and  helps  in 
locating  foreign  distributors  or  agents, 
and  provides  market  research  informa- 
tion, statistics  and  regulations.  Conducts 
trade  missions,  trade  fairs,  seminars  and 
conferences  on  exporting. 

U.S.  Small  Business  Administration 
211  Main  St.,  4th  Floor 
San  Francisco,  C A  94105 
Tel:  (415)974-0649 

Offers  export  loans  and  counseling,  and 
sponsors  workshops. 

World  Trade  Association 

San  Francisco  Chamber  of  Commerce 

International  Department 

465  California  Street,  9th  Floor 

San  Francisco,  CA  94104 

Tel:  (415)  392-4520 

Offers  opportunities  to  establish 
personal  contacts  with  foreign  and  local 
enterprises,  promote  your  company  and 


participate  in  activities  that  respond  to  the 
needs  of  the  international  business 
community. 

California  Export  Finance  Office 
California  State  World  Trade  Commission 
World  Trade  Center,  Suite  250-S 
San  Francisco,  CA  941 1 1 
Tel:  (415)557-9812 

Provides  export  financing  loan  guaran- 
tees and  financial  counseling. 

Marketing/Advertising 

Targeting  Your  Sales  Approach 

Do  you  know  the  best  way  to  market 
your  business?  Develop  your  advertising 
messages?  Budget  for  marketing  and 
advertising?  Handle  relations  with  the 
press,  radio  and  television?  Check  with 
the  following  organizations  to  see  if  their 
services  fit  your  needs: 

Mayor's  Office  of  Business  and  Economic 

Development 

(MOBED) 

See  Section  IV,  Page  29. 

American  Marketing  Association 

San  Francisco  Chapter 

P.  O.  Box  2727  A 

San  Francisco,  C A  94127 

Tel:  (415)  994-2429 

Local  chapter  of  a  national  market 
research  organization.  Offers  seminars 
and  publications  on  market  research, 
advertising,  public  relations,  management 
and  personnel  relations. 

Media  Alliance 
Fort  Mason  Center 
Marina  at  Buchanan,  Bldg.  D 
San  Francisco,  CA  94123 
Tel:  (415)441-2557 

Offers  low-cost  seminars  and  work- 
shops on  marketing,  advertising,  public 
relations,  and  media  relations. 


San  Francisco  Chamber  of  Commerce 
465  California  Street,  9th  Floor 
San  Francisco,  CA  94104 
Tel:  (415)392-4511 

Offers  low-cost  seminars  and  work- 
shops on  marketing,  advertising,  media 
relations  and  business  development. 

San  Francisco  Convention  &  Visitors 
Bureau 

Convention  Plaza 

201  Third  Street 

San  Francisco,  CA  94103 

Tel:  (415)  974-6900 

The  Bureau  has  been  the  City's  official 
visitor  marketing  and  sales  organization 
for  80  years.  The  Bureau's  goal  is  to 
enhance  the  City's  economy  by  promoting 
San  Francisco  for  conventions,  trade 
shows,  corporate  meetings,  and  pleasure 
travel.  New  business  members  can  utilize 
many  sales  aids,  marketing  services, 
activities,  and  seminars. 

Legal 

Legal  Advice  and  Consultation 

Do  you  need  a  lawyer?  The  following 
organizations  can  refer  you  to  lawyers  or 
agencies  for  help  on  legal  matters 
concerning  your  business. 

Bar  Association  of  San  Francisco 

Lawyer  Referral  Service 

P.O.  Box  45584 

685  Market  St.,  Suite  700 

San  Francisco,  CA  94145-0584 

Tel:  (415)  764-1616 

U.S.  National  Labor  Relations  Board 
901  Market  St.,  Suite  400 
San  Francisco,  CA  94103 
Tel:  (415)744-6810 

Responds  to  questions  concerning  the 
legality  of  employment. 
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City  Government  Agencies 


Mayor  Art  Agnos  554-6141 

AIDS  Office  554-9000 
Aiport 

General  Information  761-0800 

Commission  876-223 1 

Art  Commission  558-3463 

Assessor  554-5525 

Board  of  Permit  Appeals  554-6723 

Board  of  Supervisors  554-5 1 84 

Bureau  of  Building  Inspection  558-6096 

Three  or  More  Units  558-6220 
Business 

Fictitious  Business  Name  554-4165 

Mayor's  Office  of  Business  554-8930 

Small  Business  Advisory  554-8941 

Commission 

Taxes  554-4426 

Chief  Administrative  Officer  554-485 1 

Child  Care  Referrals  864-1234 

Citizen's  Assistance  Center  554-7111 

City  Attorney  5 5 4-42 1 6 

City  Hall  Operator  554-4000 

City  Planning  558-6264 

Consumer  Fraud  Unit  553- 1 814 

Controller  554-7464 

Convention  &  Vistors  Bureau  974-6900 

County  Clerk  554-4114 
Courts 

Municipal  554-4532 

Small  Claims  554-4565 

Superior  554-5150 

Traffic  553-9400 

Department  of  Agriculture  285-50 1 0 

Weights  &  Measures  285-50 1 2 

Department  of  Electricity  821-5580 

District  Attorney  553-1752 
Drugs 

Drug  Abuse  Hotline  752-3400 

Police  Hotline  553-1600 
Federal  Government  Information  556-6600 

Fire  Department  861-8000 
Garbage 

Dumping  Complaints  255-3610 

Street  Cleaning  695-2020 

Golden  Gate  Disposal  626-4000 

Sunset  Scavenger  467-2300 

City  Dump  468-2440 

Health  Department  554-2500 

Toxics/Asbestos  554-2780 

Environmental  Health  554-2795 
San  Francisco  General  Hospital    82 1  -8200 

Homeless  557-6201 

Human  Rights  Commission  558-4901 

Jobs 

City  Jobs  (Civil  Service)  558-4497 
CA  Fair  Employ.  Commission  557-2325 

CA  Labor  Department  557-3200 


Legal  Assistance 

S.F.  Neighborhood  Legal  Assist.  627-0200 

S.F.  Bar  Association  Referrals  764- 1616 

Small  Claims  Court  Advice  554-4527 

Licenses 

Marriage  554-4150 

Business  554-4464 

Mental  Health  387-5100 

MUNI  Railway 

Information  673-6864 

Complaints  923-6164 

Neighborhood  Disputes 

Community  Boards  239-6100 

Noise 

Industrial  Noise  (Health  Dept.)  558-4731 

Construction  Noise  (Bldg.  Dept.)  558-6096 

Nuisance-Police  553-1012 

Parking  and  Traffic  Commission  558-4675 

Performing  Arts  621-6600 
Permits 

Building  (Central  Permit  Bureau)  558-6070 

Parking  554-4464 

Police  Department  553-0123 

Port  Commission  274-0400 

Public  Utilities  Commission  554-7317 

Public  Works  695-2020 

Purchasing  Department  554-6744 

Recreation  &  Parks  Department  558-3706 

Recycling  554-6193 
Rent  Board 

(Residential  Landlord/Tenant)  554-9550 
Schools 

Public  565-9000 

Community  College  239-3000 

Sewer  Repair  695-2096 

Sheriff  554-7225 

Street  Lights  554-0730 

Street  Repair  695-2100 

Tax  Collector  554-4470 

Treasurer  554-4478 

Trees  695-2107 
Water  Department 

Billing  923-2420 

Emergency  Service  550-49 1 1 

Rationing  923-2662 

Zoning  (City  Planning)  558-6377 
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SAN 


I2IFRANCISC0 


CHAMBER  OF  COMMERCE 


Nowhere  is  the  picture  brighter  for  entrepreneurs  than  right 
here  in  San  Francisco.  We  have  the  best  record  for  successful 
new  business  start-ups  in  the  country.  Our  city's  economy  is 
largely  based  on  small  businesses.  And  there's  plenty  of  room 
for  more. 

But  we  recognize  that  starting  a  business  takes  more  than  a 
great  idea  and  a  willingness  to  work  hard  to  make  it  come  true. 
Building  a  business  takes  resources,  getting  the  edge  on  the 
competition  and  delivering  on  your  product,  whether  it's  a 
service  or  a  commodity. 

That's  why  we  so  admire  those  who  are  willing  to  give  it  a  try,  and  why  we  honor 
those  who  succeed.  It's  also  why  we  are  so  pleased  to  join  with  the  Mayor's  Office  and 
Pacific  Bell  Directory  in  publishing  this  Entrepreneur's  Guide  to  Doing  Business. 

The  Chamber  continues  to  be  a  vigorous  advocate  for  helping  San  Francisco  businesses 
grow  and  prosper  —  by  putting  on  programs  to  help  develop  business  skills,  by  fighting 
proposals  for  roadblocks  that  hamper  businesses  to  successfully  compete,  and  by  provid- 
ing opportunities  for  small  business  to  do  business  with  big  business.  The  information 
included  here  is  a  perfect  complement  to  those  programs. 

We  congratulate  Pacific  Bell  Directory  for  publishing  this  guide  that  will  help  put  new 
entrepreneurs  on  the  road  to  success. 


G.  Rhea  Serpan 


Chairman,  Board  of  Directors 
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PACIFICjuSBELL 

Directory 


To  me,  small  business  is  big  business  in  the  United  States,  in 
California  and  especially  in  San  Francisco  —  my  home  town. 
The  city  stands  out  nationwide  in  terms  of  providing  fertile 
grounds  for  small  business  start-ups,  with  an  equally  notable 
track  record  in  the  low  number  of  small  business  failures. 


Such  growth  is  encouraged  by  Pacific  Bell  Directory,  which 
has  a  special  interest  in  this  vital  sector,  and  an  80-year  relation- 
ship of  dealing  with  its  needs.  Historically  relying  on  small 
business  as  the  mainstay  of  our  operations  (a  pivotal  82%  of  our 
market),  we  know  our  success  is  tied  directly  to  the  success  of  these  customers.  The 
health  and  prosperity  of  small  business,  both  locally  and  nationally,  is  one  of  the 
company's  primary  concerns. 

We  welcome  the  opportunity  to  reaffirm  this  commitment,  in  partnership  with  the  City 
and  the  Chamber  of  Commerce,  through  publication  of  a  resource  booklet  intended  to 
"demystify"  the  government  rules  and  regulations  involved  in  starting  or  expanding  a 
business.  Just  as  you  and  other  entrepreneurs  will  find  this  a  most  useful  publication,  we 
hope  that  you  will  also  find  the  Pacific  Bell  SMART  Yellow  Pages  ®  a  helpful  tool  for 
daily  operations,  and  an  important  advertising  adjunct  to  other  media  in  getting  out  your 
overall  business  messages  to  key  audiences. 

Congratulations  on  the  initiative,  creativity  and  competitiveness  you  —  as  a  small 
business  owner  —  are  demonstrating.  Pacific  Bell  Directory,  the  City,  and  the  Chamber 
of  Commerce  of  San  Francisco,  join  in  wishing  you  continuing  success  and  a  prosperous 
future. 


Sincerely, 


Michael  E.  McGreevy 
Vice  President,  Treasurer  and  Chief  Financial  Officer 


SAN  131  FRANC  I  SCO 

CHAMBER  OF  COMMERCE 
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While  we  have  attempted  to  identify  the  various  Federal,  State  and  local  requirements 
that  apply  to  the  operations  of  businesses,  we  cannot  guarantee  that  this  compilation  is 
complete  or  accurate.  Persons  using  this  book  should  view  it  as  a  convenient  guidepost 
only.  The  preparation  of  this  book  does  not  relieve  any  person  of  the  duty  to  ascertain 
what  laws  apply  to  their  activities  or  the  manner  in  which  they  must  comply  with  those 
laws. 

Pacific  Bell  Directory's  participation  in  providing  this  publication  does  not  in  any  way 
constitute  an  overt  or  implied  endorsement  of  any  of  the  products  or  services  reflected 
herein. 
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